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T last! N. S. A. has its official song. It is a 

beautiful composition entitled OUR N. S. A,, 
words by Ann Hoettger and music by Juanita 
Phipps, both of Forest Park Chapter, St. Louis. 
It is now. being published in sheet music form 
cut to size and punched for easy insertion in 
your loose-leaf binder. A copy will be sent to 
every member. Carry it with you to meetings! 
Sing it! Play it! Let the whole wide world hear 
what we think of our N. S, A.! 
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OME chapters are continuing to permit the at- 

tendance of members who have not paid their 
national dues, This is unfair to the members who 
do pay and thus provide the means of maintain- 
ing N. S. A. as a_ national organization. Ten 
shipwrecked persons in a life boat would each 
be expected to pull an oar. Any one of them re- 
fusing to do so would be an appropriate feast for 
the sharks. The same principle applies in a non- 
profit association like ours, Each of us must 
bear her own weight. 




















F you are the holder of one of the Secretaries 
Special Insurance Policies, you are re-insured 
with each renewal of your membership. The 
blanket coverage of the one Master Policy issued 
to National Headquarters for this group insurance 
gives you this protection. However, if you want 
further confirmation of this, National Headquar- 
ters will be glad to send to you on request a re- 
newal card, issued by the Business Men’s Assur- 
ance Company and showing the exact date to 
which your insurance is extended. 
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UR next issue will announce the appointment 

of four Chapter Regents—a Northern Chapter 
Regent, a Southern Chapter Regent, a Western 
Chapter Regent, and an Eastern Chapter Regent, 
all drawn from the membersship and each a 
member: who has distinguished herself in her 
chapter. Their job will be to coordinate chapter 
activities in each of the four geographical divis- 
ions of the nation. Watch for their names and 
pictures, 


























Boss Night Dinner, to which the secretary in- 

vites her boss and pays for his dinner (mar- 
ried secretaries may include their husbands, and 
bosses may include their wives), ought to be an 
annual affair with every chapter. The Des 
Moines Chapter’s 1943 Boss Night Dinner, at 
which the Governor of Iowa was the guest 
speaker, and its 1944 Boss Night Dinner, at 
which the President of the Better Business Bu- 
reau was the guest speaker, are outstanding ex- 
amples. Try it. It’s lots of fun! 














O the chapter adding the largest number of 


members during May a prize of $50 will be 
given by National Headquarters. This is in 
addition to the $3 given for each new member. 
Small chapters have the same opportunity as 
large chapters, because results will be judg- 
ed relatively. In other words, a chapter of twen- 
ty members which adds ten members would be 
the winner over a chapter of fifty members 
which adds fifteen members, The only reserva- 
tion is that the winner must add not less than 
six new members. 
































BETTER 


‘WHAT’S THE GOOD WORD? 


Myself: Not in good use for I or me. “Dorothy 
and myself were there” should be “Dorothy and I 
were there”. “Iie called on Richard and myself” should 
be “He called on Richard and me”. Myself is mainly 
intended for emphasis; for example, “I myself did it”. 

Folks: This is not acceptable as a subsitute for 
relatives or family or people. It is purely colloquial, It 
is sloppy speech to say “My folks are coming over”; 
or to refer to rick folks, young folks, poor folks. 

Everyplace: A vulgarism for everwhere. Do not 
say “I searched everyplace for the letter”. Say “I 
searched everywhere for the letter”. Equally incorrect 
is everywheres. 

Callous: This is an adjective only, meaning thick- 
skinned or hardened to sensitivity, The noun, meaning 
a hardened protuberance on the skin, is ‘callus. 

And so: Seldom are these two words correctly used 
in combination. Awkward speech: “He scolded her and 
so she cried’. Precise speech. “He scolded her, and 
she cried”, or “He scolded her so severely that she 
cried”. 

Expect: Too often used for think, suppose, and 
believe. Incorrect: “I expect I had better go”; or “I 
expect you are right”; or “I expect yesterday was quite 
warm”. Correct: “I think I had better go”; or “I be- 
lieve you are right”; or “I suppose yesterday was quite 
warm”, 

Leave: Such expressions as “He leaves tomorrow”, 
and “I am leaving next week”, are survivals of the 
time when English had only two _ tenses, present 
and past, and the present was used to indicate future 
time. They are now incorrect. Instead, say “He will 
leave tomorrow”, and “I shall be leaving next week”. 


SPEECH 


Up: Beware the unnecessary addition of this word 
to verbs. It is incorrect to say “add up this column’, 
or “open up that box”, or “dress up for dinner”. Say 
“add this column”, or “open that box”, or “dress for 
dinner”. 

Worst way: Here is a very objectionable expres- 
sion, Incorrect: “I need a new wardrobe the worst 
way!” Correct: “I need a new wardrobe very much!” 

Ways: When preceded by an acticle or adjective 
which is singular ways is not correct. Do not say “a 
little ways down the highway; instead say “a little 
way down the highway”. 


HOW DO YOU PRONOUNCE IT? 


Habeas corpus: hay’bih-ahs kore’pus, 

Handkerchief: hang’ker-chif. 

Hara-kiri: hah’rah-kee’rih. 

Harass: har’ahss. 

Harem: hay’rem 

Heinous: hay’nus, 

Herculean: her-kew’lee-an 

Homage: hom’ij. 

Hosiery: hoe’zher-ih 

Hospitable: hos’pih-tab-b] 
KEY 


A long (as in fate))-ay O long (as in note)-oh, 


short (as in fat)-a oe 
(as in fall)-aw short (as in not)-o 


broad (as in far)-ah U long (as in cute)-ew 
ah as in sodah (as in rule)-oo 


3 short (as in mud)-uh 
E long (as in beet)-ee : - 3 
short (as in bet)-eh ¥ final (as in very)-i 


G soft (as in age)-j 
I long (as in bite)-y TH soft (as in father)-th 
short as in bit)-ih 


N nasal (as in doing)-n 





BUSINESS ETIQUETTE 


IS IT GOOD MANNERS? 


Do you count your pennies in public? Or are you ashamed to make a virtue of thrift? 


When the waiter in a restaurant hands you a check, do you pay without question or do your scrut- 
inize it carefully for the correct amount? You work for your money, Consequently, good manners permit 
you to make sure that you do not overpay. Nobody will think you stingy. 


When a salesman shows you something you want but cannot afford, do you give some excuse other thau 
the real fact that you do not have the money? By telling him the truth, instead of four-flushing, he might 


be able to suggest an acceptable substitute. 


When you are invited by your associates to an affair for which you cannot pay your share, do you con- 
fess your empty purse or do you make some false excuse? If they know the truth they will admire your 
frankness, but they can be hurt or offended by the suspicion that you do not want to be one of them. 


eS 


dein 





THE LETTER CLINIC 


Wordcraft 


PROBLEMS—QUESTIONS SOLUTIONS—ANSWERS 


GROUP A GROUP A 


1. List seven tests, one or more of which should apply 1. Words should be: 





to words used in a business letter. 


2. Criticize the following sentences so far as the black- 


face words are concerned, All violate some require- 


b. The balance will be sent you next week, 


a. Adapted to the reader 
b. Precise 
c. Suggestive 


d. Current 
ment governing the use of proper words: e. Reputable 
a. We have some very pretty colors in stock for f. National 
Saturday’s sale. 2 = Modern 1 lack ee. 
b. Miss Huling wears the swankiest looking coat “e ys i acks precision, and suggests 
I have seen. b. The word swankiest is not reputable, nor na- 
c. Miss Elson has made only a small per cent tional. : 
of our sales. c. Per cent is not a noun. The correct word is per- 
- : : : centage. 
. “P Metied to Stee $0! LE E.S. OE d. Indefinite. A vehicle could mean any of a num- 
which broke down. Q é ber of kinds of conveyances. 
e. If you have any conception of values, meditate e. Conception and meditate lack precision and 
a long time before passing up our sale. force. Conception, used in this manner, tends to 
f. I shall accept your proposition. antagonize by belittling the customer’s know- 
g. Our Mr. Jones will call Saturday, ledge of values. Meditate is vague and does not 
: ; Il be for- express the exact meaning intended. It means 
h, Thank you for your letter; same wi to ponder, which takes time and should not be 
warded to Mr. Smith tomorrow, used with long time. Passing up is slang. 
f. Proposition is overworked. Use plan or propos- 
al, they are more modern. 
GROUP B g. Our Mr. Jones is not good, Mr. Jones, our rep- 
: resentative, is better. 
1. Criticise the black-face words in the following, sub- h, Same has no meaning. Use the pronoun it in 
stituting correct ones. this sentence. 
a. He divided the apples among us two. GROUP B 
1. a. Among refers to more than two. The proper word 


; ‘ ‘ - Tuesday, is between. 
paca 27 = we: “ER ee ey b. Balances are found by bookkeepers. Use re- 
d. The tree stood besides the highway. thebider 


e. Los Angeles is different than Detroit, 

f. Herewith enclosed you will find ten dollars. 
Criticize the use of the black-face words. Rewrite 
the sentences using proper words: 

a. Several letters have been sent you in re your 


c. There is no such word. All right may be used. 

d. Besides means in addition. The proper word is 
beside. 

e. Different than is always wrong. Use different 
from. 

f. Say: Enclosed is ten dollars. 


last order, 2. a. Several letters have been sent you concerning 
b. We shipped your order by freight on the 2d inst your last order. ’ 
c. WIl you please consult the party about buying b. We shipped your order by freight on May 2. 
Inst. is used in certain legal papers, but is no 
some honey. 2 ‘ 
longer good usage in business correspondence. 
Use the name of the month. 
GROUP C c. Will you please consult the person who has 
honey for sale. Party should not be used instead 
1. Rewrite the following letter paragraph, omitting all of person except in legal papers. 
hackneyed expressions. In their place use better GROUP ¢ , 


words or phrases. 

Replying to your esteemed favor of recent date, 
contents of which have been carefully noted, we 
beg to advise that it will not be possible to send 
the Tokyo Brilliante paper, as we sold the last 
we had on hand on the 14th ultimo. It is believ- 
ed that a new supply will be received about the 
19th inst. Regretting this condition, we beg to 
remain. 


The last Tokyo Brilliante paper we had in stock 
was sold May 14. We expect to receive a new 
shipment about June 19, at which time your or- 
der of June 12 will be filled, If this is not satis- 
factory, please let us know, and we shall can- 
cel the order. We are sorry we cannot fill the 
order immediately. 
The following expressions are hackneyed or ar- 
chaic: Replying; esteemed favor; recent date; 
contents carefully noted; beg to advise; 14th ul- 
timo; 19th inst; Regretting; beg to remain, 





PERSONALITY DEVELOPMENT 


APPEARANCE 
by H. Robinson Shipherd, Ph.D., Litt.D. 


of appearance might be the day for a_ hypercritical 
client to appear and unfairly misjudge you and your 
whole establishment! 


Everybody repeats the old saw, “Appearances are 
deceitful,” and then everybody trusts them and believes 
them! We are all impresesd by advertisers’ statements, 
especially when they're repeated, and by sales talks, 
by good dressers, and by pretty faces. Gold bricks and 
“con” men are always finding customers; we pick the 
good-looking boxes of fruit, still hoping the fruit will 1 
be like that all the way down; and we reassure each 
other with “What you don’t know doesn’t hurt you.” 
In other words, however foolish it may be in us, we are 
all influenced strongly by appearances, 


. Hoard Your Treasury of Words—The words 
that suggest a good appearance are legion. Add_ to 
these all you can think of—and live with them: 


well-groomed 
good-looking 

neat, neatness 
refined, refinement 
elegant, elegance 
immaculate 
spotless 

trim 

attractive, attractiveness 
fresh, freshness 
wholesome 
natural, naturalness 
becoming 
appropriate 

simple, simplicity 
charm, charming 
prepossessing 
engaging 

winning, winsome 
taking 

pleasant 


Therefore every wise person takes full and proper 
advantage of this to appear at his best. There seems 
to be interesting difference in this matter between men 
and women. If we risk a generalization, we may say 
that most men are willing to relax into some careless- 
ness about dress; most women are not. There may be 
two reasons for this. Men have all along done most 
of the rough, dirty work of the world, in which they 
couldn’t be neat and clean. And women have always 
been so good to look at that men have expected them 
to add to their natural charms every possible aid. In 
these matters of dress and personal care women have 
always led the world; and they still do—no matter 
how far they penetrate the precincts of men, 


No woman in business, therefore, needs to be told 
anything about what she should do to keep herself at 
the right degree of becoming attractiveness in her per- 
sonal appearance—clothes, face, hair, hands; unless it 
were to mention two details in which some women are 
thoughtless. Well-groomed women are careful to avoid 
violently-colored nails (a barbarism borrowed from 
Ethiopia), and violently conspicuous cosmetics on the 
face. And all considerate women are careful to repair 
their makeup in private—as a boudoir ritual and not a 
public one; never to be indulged in in a restaurant. 


2. Build Sentences about Attractiveness—Now start 
making statements about this trait and people who 
have it: 


bs gO 3335 : js 
Bare sinies Yeast sek Genoa iiie te Her sweet simplicity attracted you without mak 
, : / ms ag ing you conscious of it. 
being reminded of,—her special and unique privilege of 
being the most attractive feature in a business office. 
This attractiveness of hers is not really a matter of age 
or face or figure; a “flash” or a young frump is as 
much out of place in a well-conditioned business place 
as a crone. Even a glamor-girl may be a misfit in a 
serious mercantile setting. Fitness is the true elegance. 


“She was as freshly wholesome as the morning 
itself.” 


“Men instinctively took off their hats when they 
approached her information desk.” 


3. Your Reading.—Make a collection, from the 
stories you read,of the well-dressed, well-groomed wo- 
men—with the details that gave them their attractive 
appearance; and use this as a private check-list for 
helpful suggestions and comparisons. 


Every business woman should be assured—and 
reassured—that her appearance, in its ensemble and all 
its details, is of the greatest importance; that it unes- 
capably influences and affects everyone around her; 
that her associates do judge her character and person- 
ality by her appearance; and that customers and visit- 


ors and clients even judge the office and the firm by 
the impression they get from the women they see there. 
This may be unjust; but it is human nature as we find 


it and must reckon with it. And the one day when you 


might let yourself relax from your usual high standard 


4. Write Letters about Attractive Appearance.— 
Write a series of constructive answers to letters from 
business girls and women about their personal appear- 
ance—an imaginary “column” of advice for office wo- 
men. 





